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RECORDS SERVICES DIVISION
Acting Manegewent Officer, MIB 7 April 195k

Chief, Records Menagewent Branch

Weekly Report - Week ending 7 April 195k
SUMMARY OF PROJECTS
Weekly Report - Week ending 31 March 1954 Projects in Process 19

This Week: Projects in Process 19
Added during week: 0
Completed during week: QO
Change o]
COMMENTS ON PROJECTS IN PROCESS

Project 4-76 - Records Menagement Survey, Medical Office

No sction this week. Project is approximately 75% complete. This
project should be completed by epproximately 23 April. Now evalt-
ing return of person in Medical Office to compleile development of
Vitel Materisls achedule.

Project 4-77 - Records Menagewent Survey, Office of Scientific
Yntelllgence

Bpecial clearance has now been received for the analyst assigned to
this projJect. Therefore, activity will be resumsd Immediately.
Project is approximately 20% couplete.

Project 4-76 - Records Management Survey, Office of General Counse?

Report on disposition and maintenance plans in process of prepara-
tion. Vital Materials, correspondence and forms phases should take
& relatively short time to complete. Project ie approximately 807
complete.

Project 4-79 - Records Management Survey, FBID

Installation of the £1ling system is continuing. Project is approxi-
metely 62% complete.

Project 4-80 - Agency-wide Microphotography Survey

No change from previous report. Project is approximately 5% com-
rlete.

Project 4-81 - Security Desk Traye

No change from previous report. Project is approximetely 85% com-
plete.
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Project 4-82 - Handbook for the Sublect Classificption end
¥illng of Uorrespondence NecoOrds -| 25X1

All comments have been received, reconciled and discussed with
the Chief, Regulations Control Staff. TFinal draft copy for sub-
wission to the Printing and Reproduction Division is belng pre-
pared in cooperation with fthe Regulations Control staff. Proj-
ect is approximately 97% complete.

Project 4-83 - Vital Materials DPeposit Schedules for All Offices

Bchedules for the Becurity Office and OIC were reviewed., As a
regult of the review with the Security Office, one file serles
was elimipnied becouse it was determined that it was a partisl
duplication of contracts deposited by the Logistics Office.

As 8 result of a discussion with the Avea Records Officer, Office
of the Comptroller, arrangements were made to supply the Cua-
todian of the Vitael Materials Repository with en Index to be used
orily in the event of an ewergency, to the material now deposited
by the Compiroller's Office. In the past, no such index has been
availsble.

A& & vesult of discussions with representatives of OCD, & deter-
mination wiil be made as to whether the Librery copy of documents
received by OCD is vital to the Agency in the event of an emer-

gsncy .

25X1

This project is approximately 69% complete.
Project 4-84 - Vital Materisls Microfilm Projects

In sddition to continuing the wicrofilming of records in 08I and
OQD/B'E{, we began operations in the Personnel Office.

Project 4-85 - FI Information Reporis

No change from previous report. Project is approximately 30% com=
viete.

Project .86 - Formws Index

The review of and correction of errors in the first proof copy 1s
complete. Project is approximately 45% complete.

Project 4-91 - Review of Records Menagement Program, Logistics
OfTice

Due to other sssignments of the Area Records Officer for the
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Logistics Office, 1t has been difficult to efficlently use the
time of our snelyst, I this condition continuee, asnother assign-
ment wlll be developad for our enslyst and the project discon-
tinued until sueh time ns the Area Records Officer can resume it
on a Pull-time basis. DProject is approximately 15% complete.

Project 4-92 - Acquisitlon of Certain Records from the Becurlties
ang Exchange Commlssion

The Archiviet of the United States has approved ouwr request Tor
the transfer of these records. Arrangements are now belng made
for thelr physieal transfer from the Federal Records Center to
our Records Center. Project 1s approximately 75% complete.

Project 404 - OfTice of Comptroller Reports Managemenf Progream

25X1 |

[the Comptroller's Office advised us that he would

venew hls efforts to obtain comments from the rest of the Comp-
trollerts Office and submit them to us. Project is spproximately
10% cowplete.

Project 4-95 - Forme Management Handbook

No change Prom previous report. ProjJect is approximately 2eh
conplete.

Project 4-96 - Vital Materials Handbook

No chapge from previous report. Project is approximately 5%
complete .

Project 4-97 - Records Disposition Handbook

Ko change from previous report. Project is approximately 25%
complete .

Project 4-98 - Correspondence Handbogk

Regulaticns Control Staff advises that they will submit comments
received on this handbook to dete. Reconcilistion with the
oPfices +that submitted thew will then begin. Project is approxi-
nately 62% corplete.

Project 4-103 - Preparvation of Final Type Copy by Forws Mensgewent
Sicgian

No change from previous report. ProlJect is approximetely 10% com-
plete.

general Information:
1. Equipment for the Vitsl Materials Repository:
Map cebinets snd punch card cabinets,which were badly needed in the
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Repository as reflected in our rveport of 17 March 195%, have
now been received.

A current wap index card file was also installed at the Repogi~
tory.

2., ¥Forms Management:

Practically all of the availsble time of personnel assigned to
this function has been engaged in reviewing and designing 25 forme
to be used in copnection with sccounting procedures at Class A
Pleld stations. This was an unusual work loed. However, it is
expected that 1t will be completed by the end of the week. As &
result of this assignment, there has been little opportunity te
work on any other projects.

3. Corresponience Management:

An Employee Suggestion concerning the use of a new product which
eliminates carbon paper and another that suggested a specisl
typewriter ribbon and correction fiuid, wers evaluated.

The werite of using Letterex on an Agency-wide basls, were re-
considered snd it now appears that, as & result of the re-evalu-
ation of the suggesiion, it will be particularly beneficial on
an Agency-wide basis.

Additional material to be used in connection with the promotion
of the over-all Correspondence Managewent Progran was developed.

L, Records Center:

Discussions were held with |the Real Estate and 25X1
Construction Division relative to plans and specificetions for the
new Records Center.

Considerable difficuliy was experienced agsin in scheduling the
wmovement of inactive records from office space to the Center.

25X1
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Report for Week Ending 7 April 1954 from
FORMS MANAGEMENT SECTION

\/P;foiect =85 = FI Information Reports

Preliminary study of National Cash Register carbonless paper
indicates that sufficient copies cannot be produced in one
typing to permit utiligzation on the scheduled FI IR test, No
further action this week,

/’?rcghect L.86 = Forms Index

Checking errors and duplications on the f irst proof copy
continues, Completion of this phase of the project is expected

his Week.
Project L=95 = Forms Management Handbook

25X1

A revised Form 3011, Request for Approval of Form has been
developed and photostatic copies obtained for initial coordination,
No further action,

Project L=103 = Preparation of Final Type Copy by Forms Management
Sectlon

No action this week,

Training Material

Completed wvue-graph and 35mm slides were received 1 April from

~ the Printing and Reproduction Division., A very cursory review

indicates slides are acceptable, however, actual showing on the
projector will be required before material can be finally
accepted and certified as satisfactory,

Study of Stocked Forms Supply System

No action this week,

Information Reports

Photostats of revised|[ |Information Report Form received from

Printing & Reproduction Division and transmitted to | | 25X1
for review and preparation of request and requisition for forms,

Initial test of National Cash Register carbonless paper indicates

it cannot be used in test of the [ |Information Reports because 25X1
sufficlent copies cannot be produced in one writing,
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25X1

Bmployee Suggestion #799 - Multiple Copy Carbonless Form Paper

Inet with Mr, Marks, National Cash

25X1

25X1

Register Company representative 31 March and discussed NCR paper
in considerable detail, Additional information and sample copies

for testing purposes will be required prior to any final decision .

being made, Because of technical difficulties this paper cannot
be satisfactorily erased and retyped which appears to preclude
its use for correspondence purposes,

Standardization of Forms and Procedures Class A, Finance 0ffices

| |met with| |Technical
Accounting Staff, Office of the Comptroller 2 April 195L, and
discussed that offices priority requirements for review and
approval of 25 new forms and a L3 page handbook, Most of our
available man-hours have been spent in redesigning 23 of the 25
forms which have been completed at time of submission of report.
Balance of immediate requirements on this project are expected
to be completed this week, Additional efforts will be required
in coordination with Printing and Reproduction Division/LO, and
in securing preparation of final type copies and illustrations
for the handbook,

Summary of Individual Forms Actions

No. of Requisitions No. of Copies
New 3 14,00
Revised 6 18,000
Reprint 10 75,700
Overprint i. ‘ 300
Other Agency 1,800
Total 3L 175,500
25X1

L
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Report for week ending 7 April 1954 from
REPORTS AND CORRESPONDENCE MANAGEMENT SECTION

Bfgject 4-98 - Correspondence Handbook

Arrangements were made with the Regulations Control Staff £0r7€
furnishing us with comments on the handbook they have received
to date. We shall begln our review and reconciliation of these
coyments immediately.

oject 4~9L - Office of the Comptroller Reports Management
rrogram

No activity was undertaken pending receipt of comments on the pro-
posed program gulde. | hhe Couptroller's Office stated
he would renew efforts to obtain tThese comments.

General Information:

a. Ewmployee Suggestions:

1. No. 799, Agency Use of NCR (No Carbon Required) Paper -
Discussed with the manufacturer's representative the possible use

of this paper for correspondence. Submitted findings and recom-

25X 1 wendations to| |

2. No. 818, Ageney-wide Use of Del-E-Ta¥§ Typewriter Ribbons
and Correction Fluld - Discussed the use o ese materlals two

ofTices now using them successfully. Samples were obtained for a
25X1test bZY| |

25X1

b. Area Program Status Report:

Submitted the proposed questionnaire tol [for stand- o5x1

ardization and preparation of sketch for varitype-photo-offset re-
production.

¢c. Agency-wide Use of Letterex:

Discussed with |the basis for the Incentive Awerds Cou-
mittee's award for adopting the suggestion that Letterex be stocked
for A_ency-wide use. Drafted a reply to the Special Assistant to
the Afting Deputy Director (Administration) stating the werits of
using Letterex Agency-wide and recowmending a revision to the pro-
posed CIA Notice.

d. Lialson With Office Equipment Suppliess;
Contacted representative of three leading suppliers of office supplies

and made arrangements to receive literature on new developments de-
signed to cut correspondence costs.
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e. Program Publicity:

Prepared copies of the "Proposed Reports Management Progrem Guide"
. for distribution to Area Records Officers, and submitted a proposed
25X wemorandum to| |for this purpose.

f. Program Promotion:

Developed a survey questionnaire as an aid to planning area reports
and correspondence management programs. This questionnaire will
also deccument th needs of an area for these programs.

g. Writing Standards:

Completed a peaper on "Letter Bodies" and developed a "Watchlist of
Words,"

25X1

e, Reports and Correspon
Management Section

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300270005-3

CONBIDENTIAL




25X1

. GONFIDENTIAL .

Approved For Releas&i2005/11/21 : CIA-RBP70-00213R000300270005-3

iy D vy e

Report of the RECORDS CINTER for week ending 6 April 1954

25X1

It has been agreed,| | 25X 1
“that accountability Tfor disposal oI velep

/

will be a responsibility of the Telephone Section, Logistics.
The Chief of that Section will meet with Center personnel re-
garding the matter.

A draft copy of the Reference Aid to Supplemental Distribution
Materials was circulated byl |FBID for comments 25X1
and recommendations as to the retention periods for the materials
of that office. The copy has now been returned with retention
periods indicated. It is felt that this experience has been

of mutual benefit, and it is suggested that other draft copies

be forwarded to Area Records Officers for similar circulation.

|G—2, Army was requested to furnish us a statement

25X1

Approved For Reledéé'?ﬂﬂﬂlﬁﬁ‘l“

regarding the volume of JANIS holdings, their location, and
file arrangement, After checking with his superior, |_:|
reported that this information had already been furnished Colonel

Reviewed Staff Study on Center operation withl |and 25X1
submitted comments.

25X1

Considerable difficulty was experienced in scheduling the move-
ment of inactive records into the Center. This again points
up the need for a regularly assigned labor and transportation
crew for the Records Center.

25X
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Report for Week Ending 7 April 195k
from RECORDS SYSTEMS SECTION

Project 4-.79 - Records Management Survey, FBID

»/ihstallation of the filing system throughout FBID is continuing.

There was little progress made on this project this week because
of the sbsence, on sick leave, of the anaslyst. Project is approxi-
wately 60% complete. )

/ Project 4-80 - Agency-wide Microphotography Survey

No change from ‘previous report.

./ Brogect 4-81 - Security Desk Trays

Lf'/

No change from previous report.

Project 4-82 - Handbook for the Subjlect Classificetion and Filing of

Correspondence Records -
2 25X1

Following discussions with| | Chief, Regulations Control

Staff, it was agreed thet it would not be necessary to re-circulate 25X1

the changes wade in the manual as a result of reconciling the comments
and nonconcurrences originally submitted. We ere now working with a
mewber of the Regulations Control Staff in preparing a final draft
copy for submittal to the Printing and Reproduction Division.

Project 4-83 - Vital Materials Deposit Schedules for All Offices

25X1

A current review of the Vital Materials schedule for the Security
Office resulted in the elimination of one file series, Project M-46,
the filming of Security Contracts. It was deterwined that this wicro-
filwing project was in part a duplication of a wore complete Security
Contracts file in the Logistics Office.

The Area Records Officer for the Office of Intelligence Coordination
has suggested that we defer any further action with respect to the
preparation of a Vital Materials deposit schedule for that office be-
cause of an imminent transfer of their functions to other offices.

Project 4-84 - Vitel Materials Microfilm Projects

Scheduled filming of Personnel vitel waterials projects tarted th _
GENERAT, INFORMATTON projects was started This wee

Following discussions with representativeé of OCD, a list was obtained
of the series of documents proposed for inclusion in the microfilming

plan. A draft memorandum for distribution to all Assistant Directors
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and Office Chiefs, with an attached list of the series of documents,
has been prepared for submittal to OCD for eoncurrence before taking
any further action. The informwation to be obtained from the various
offices will reflect whether or not the Library copy of the film is -
vital to the operation of the respective offices and will provide o &/f

b £ miting the volume of filw and indices to be deposited at
25X1

Vital Material deposits for the Office of the Director are made by
the supervisor of the Executive Registry but we have been concerned
for some time because of the ewall amount and type of materisl that

b deposited. Consequently, discusgions were held this week

25X1

dicated that there was soue possibllity that there were documents oT
a vital nature being deposited in these offices rather than in the
Executive Registry with the result that no action 1s being taken to

25X 1prepare copies for| | Each egreed to consider the
matter further and a Tollow-up w be wade within the next few deys.

The delivery of 12 map cabinets for use in the Vital Materials Reposi-
ry wae completed on 25 March., This will afford caebinet space for
he filing of all previously unfiled waps and allows adequate room

for expansion. ' '

Loglstics Office has stated that the receipt in CIA of the 24 IBM
cabinets,on back order, for use in the Repository, will be between
5 April and 19 April. When received in CIA, priority will be given

25X1

25X | hccompanied the weekly trip to the
25X Repository. | [Installed a current wap index card file in
the Repository.

25X1
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Report for Week Ending 7 April 1954 from
RECORDS DISPOSITION SEC TION

/Project 4=77 - Records Management Survey, Office of Scientific
‘ Intelligence

The Analyst assigned to this project now has special clearance
necessary to continue the activity,

'\/Project L-78 - Records Management Survey, Office of General
Counsel

Report is in process of preparation,

« Project =91 - Review of Records Management Program - Logistics
Office

The Logistics' Records Officer continues to be concerned with
matters other than records management, This condition makes
for a part time operation and inefficient use of our Analyst,
For this, reason, another assignment is being developed for
our analyst that will allow a greater utilization of abilities.

'\/iﬁrojec’c. 4=92 - Acquisition of Certain Records from the Securities
and Exchange Commission

The archivist has approved our request for transfer. Arrange-

ments are being made to physically transfer the subject records
from the Federal Record Center to our Records Center,

V’P?o,ject L=97 = Records Disposition Handbook

Ne activity,

25X1

Approved For ReleaseCENRIDENTAALP70-00211R000300270005-3



